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At Open Road, Quality Rides on Teleprinter 
Fleet—A situation where tightly controlled 
remote input data processing systems can 
become a corporate necessity; by Pat King, 
consultant and teacher of business communi- 
cations (System of the ye Interactive 
Terminal Acpreach— Say, DP . 6 

Computer Output Microfilm—It deserves an- 
other look (EDPerspective—Apr., p. 14). 

Computers and Microfilm: An Accounts Pay- 
able Powerhouse—Right information at the 
right time marks COM ‘connection’; by 
George C. Steinbach. vice-president, Paper- 
work Systems Inc. (Apr., p. 22). 

Data Security—New material sheds light 
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EDP A Must Jibe With: Organizational 
Goals, ace ‘Ex + For Itself Alone—it's quality, 
or lack of it, could determine cieenieel 
survival (EDPerspective—Feb., 56). 

Federal Communications Comm ssion—Nation- 
wide packet-switched computer communica- 
tions network service (A/Memo—July, p. 77). 

Filling Orders ‘Automatically'—Once the sale 
is made the computer does the rest; by Pat 
King, consultant and teacher of business com- 
munications (System of ~~ es On-Line 
Terminal Approach—Feb., 38). 

How Jerrold Electronics controls Projects 
by Computer—DP management reports enable 
administrators to compare progress to dollars 
spent; by Norman H. Wright, Jr., engineering 
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tem of the Month; Management Information 
Systems Approach—Oct., p. 64). 

Ice Cream and Milk Via Computer—EDP 
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Pat King, consultant and teacher of business 
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Direct audit of the data t sup- 
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(Editorial—Aug., p. 19). 

Remote Computer Network—Saves three 
hours daily accessing files, processing data, 
and printing forms (Systems in Action—Sept., 


p. 50). 

Small Computer Systems: They Return EDP 
Control to Managers—Ability to process sev- 
eral complex programs at a time only re- 
cently developed; by Belden Menkus, contrib- 
uting editor (Oct., p. 59). 

Standby Electrical Generators for Energy 
Shortage Times—Selecting the best type of 
—, al your needs (EDPerspective— 
an., p 

Terminals That Show and Tell—The new 
breed is smaller, less costly, and easier to 
use; by Belden Menkus, contributing editor 
(July, p. 26). 

estern Union Data Services—First compu- 
terizel one age — for terminal users 
(Ape —Aor.. p. 85). 

What Every EDP Report Should Say—Com- 
puter reports should be easily readable; by 
C. N. Hoffman Jr., — National Bank 
of America (Oct., é. 0). 

What Managers. an Do to Break the EDP 
Barrier—Lack of top management involve- 
ment in a computer system is a problem for 
many companies: by Clifford Elliott, Ph.D., 
associate professor, Florida State University 
(Jan., p. 50). 
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Whopper, Fries, Or Shake, Sales Come On- 
Line ‘As Ti They Happen—T ‘erminals input cash 
and inventory data from 400 Burger King 
restaurants ; ,_ by Pat King, consultant and 
t of communications (System 
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Billion a Year—Burns BB Security 
Services data note greatest dishonesty is 
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Let's Have Some Reasonable Rules to Clear 
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New Computer Systems Throw Stra 
Questions Into Management's Lap—Tough 
cisions on the design and ie of EDP 
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New Computers Could ntrol What's Hap- 
pening, Not Just Report On It—The biggest 
step the computer ny now can take 
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New Pension Law—It will mean more work 
for many managers (Editorial—Oct., p. 25). 

Nominations Are Already Open ‘for Next 
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a new office for “Office = = Year’’ con- 
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° ices and Eneray Fy Our Annual 
Awards—The “Offices of the Year” for 1973 
are endowed with administrative systems and 
strategies of design that enable them to fiex 
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Productivity Is ‘The Only Answer,’ Yet It's 
Dropping—For the administrative manager in 
his primary field of productivity control, high- 
er productivity is the only viable answer to 
inflation (Editorial—Dec., p. 19). 

Scarcity of Managers “end Shenped Worker 
Attitudes Worry Chief Executives—Top threats 
“§ _ growth and profits (Editorial—May, 


19). 
”* Search For Good i, The Trend to 
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Every kind of ames is moving away 
from vertical administration toward more 
consultative styles of operation” (Editorial— 
Aug., P- 19). 

Single Elements Are the Big News in T 
writers -Flesitility is significant (Editori: 
Sept., p. 19). 

Teleconference: A New Way to Beat the 
High Cost of Travel—Wasn’t expected until 
the 1990’s, but it’s here now (Editorial—Dec, 
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To Basic Blue Cross Add Dentistry, Day 


. Care, Counseling, and Free Parking—Extensive 


forms of worker benefits is stimulant to in- 
flation and reaction = prevailing high costs 
(Editorial—May, p. 

U.S. Office Machine einen Is Bullish On 
The World—New orders up 25 percent over 
1973 (Editorial—Mar., p. 19). 

User Groups Growing As a Form of Man- 
agement Gonsunetien-tlcldhaened consumer 
awareness among managers is the new bind- 
ing force bringing companies together for 
organization (Editorial—Oct., p. 25). 
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Financial Management 


Budget By Rule of Thumb—It’s okay, but 
es must be accurate (Editorial—June, p. 


IRS Is Looking At Your Company's Data 
ter, The—Direct audit of the a that 
supports preparation of your company’s Fed- 
eral tax return (EDPerspective—June, p. be 

New Ways to Budget In a Time of Rap 
Price Change—Managers are testing re 
methods as inflation spurs departures from 
tradition; by C.M. Merz, associate professor, 

State University and a associate, 
Schrello Associates (Nov. 25). 

PABX's Ease ‘Administrative Chores of Cost 
Control—Systems are being put to use for 
Message accounting and in many other new 
ways; by Joan Zaffarano, managing editor 
(Tools +. ae PABX Systems— 


July, by. p. 36 
r try Than Buy? You Can Do It With 
Leasing—It can stretch capital and 
minimize ae of business expansion; by Rick 
Minicucci, assistant editor (June, p. 26). 
Telephone Costs—It boils down to improper 
use by company employees (Personnel Prob- 
aad Clinic—Apr., p. 10). 


Managerial Overview 


Administrative Ability and Leadership— 
They’re not the same thing at all; by Dalton 
E. McFarland. University of Alabama (Quote 
—July, p. "2 

Business Must Not Sup With the Economic 
Devi'—Business should not support govern- 
mental rationing and price controls. by 
Henry G. Manne, director of the Center for 
Studies in Law and Economics, University 
of Miami (Quote—June, p. 86). 

Businessmen Had Better Develop Uniform 
Standards Or Government Will Do It For Them 
—Voluntary development of metric conver- 
sion standards via ANSI; by Curtis W. Fritze, 
vice president and executive consultant prod- 
uct and service seenreuen, Control Data Corp. 
(Quote—Nov., p. 88). 

Car Pooling "Shifts Into High—Buses, mini- 
buses and cars are some of the many ways 
to go; 4 Rick Minicucci, assistant editor 


(Oct., 

Sonkdentia'ity—The oo ae art of 
... business secrets secret; by Joan Zaf- 
farano, managing editor (Sept., p. 20). 

Equal Employment Opportu: ae Commission, 
The—Published handbook outlining what em- 
plover must do to provide equal employment 
under law (A/Memo—July, p. 177). 

How The Leader Locks to The Led—The 
more autocratic he is, the less effective at 
motivating his workers; by Harold C. White, 
professor of management, Arizona State Uni- 
—~ (Mar., p. 

to Set 7 a For Service Depart- 
onaie. os Make Them Stick—Standards help 
administrative managers solve problems; by 
Jack R. Searles, Honeywell Information Sys- 
tems (July, p. 24). 

‘Job Equality’ Traces Uneven Pattern—In- 
terration is far from accomplished in the 
office, but business can point to some solid 
signs of progress (Jan., p. 22). 

Lands of Opportunity—Greatest potential 
for aspiring executives is in Northeast and 
Midwest (A/Memo—Sept., p. 10). 


t-by Ahiecrsi: 


Program—Should 
it be made part. of the salary merit increase 
plan? (Personnel Problem Clinic—Oct., p. 92). 

Management Compensation: Rising Slower 
Than the Cost of Living—Average bonus is 
smaller, women are gaining a little, managers 
are younger; by Dwayne Meisner, assistant 
editor (June, p. 22). 

Menagestat Revolution Comes te Govern- 
ment, e—Citizens now feel a deepening 
understanding of their right to more effec- 
tive management in government; by Edward 
K. Hamilton, president, Griffenhagen—Kroeger, 
The Diebold Group Inc. (Quote—Feb., p. 78). 

Managers: More Movement at the Top— 
guages of office supplies and resources will 
be offset somewhat by a ready supply of 
qualified manpower. And then there’s the in- 
crease in technological potential (Jan., p. 24). 

Mechanism of Emily, The—Secretaries too 
easily become cogs in the machinery of word 
processing, asserts an industrial psychologist ; 
a sizzling put-down of word processing; by 
William N. Penzer, president, W. N. Penzer 
Associates and its division, Morale Inc. (Jan., 
p. 52). 

100,000 Work Hours in Your Lifetime—Are 
you wasting one-third of them on trivia? by 
T. Kenneth White, president, Ken Enterprises 
(Quote—June, p. 86). 

Open-Door Policy Doesn't Work—Loses ef- 
ss in large businesses (A/Memo— 

ov., DP 

Pension Rights and the Government—How 
administrative managers feel (June, p. 25). 


DECEMBER 1974 


Reward, Not Criticism, Is the Way Te Me- 
tivate—Positive reinforcement is directly 
linked to desired results; by Harry Wiard, 
vice-president, Sportscars of Ann Arbor 
(Quote—Sept., p. 100). 

Risk Management Approach to Insurance, 
The—Management must rely on a considerable 
amount of foresight in developing a package 
of protection; by Charles H, Gross, personnel 
director, Fireman’s Fund America Insurance 
(Apr.. p. 57). 

Scarcity of Managers and Chanaed Worker 
Attitudes Worry Chief Executives—Top threats 
to _ growth and profits (Editorial—May, 
Pp. 

6 Managers Tell: "'My Toughest Decision''— 
Administrators recount personal experiences 
under - pressure (Aug., p. 20). 

Suddenly, Women Are in a Hu rry—Many 
more become job activists and join in the 
pick and shovel work; by Joan Zaffarano, 
managing editor (Jen 2 p. 20). 

Transcendental Meditation; New Teol of Man- 
agement?—Deen rest, stress reduction, im- 
proved perception ; by Joan Zaffarano, man- 
agine editor (May, p. 28). 

Understanding Computer eo more 
important than technology; by William T. 
Bayer, Jr., vice-president of technical resources 
planning, "Honeywell Inc. (Quote—Julv, p. 78). 

Un-Post Office Approach, anagers 
take a look at alternate means of delivering 
the mail as postal rates go up again; by 
Joan Zaffarano, managing editor (Mar., p. 20). 

What Management Must Do Under the New 
Pension Reform Law—Guide to complex new 
guidelines; includes “What Managers Have 
Oy ng About The New Pension Program” 

Ov., 

Youth ake At Business—From | the Inside— 
Beginning of a 4-part report on “people chal- 
lenges” managers will face; by Dale Tarno- 
wieski, writer and former senior research as- 
soctate for American Management Assn. (Jan., 
Pp. . 


Office Environment 
(Office design, furnishings, maintenance) 


Anatomy of a Corporate Move—Program- 
ming, a hy Seeatinae planning, interior de- 
sign, construction; by David Brignati, senior 
partner, Bosignore Brignati Goldstein & Maz- 
zotta (Apr., p. 59). 

Built to Respond to Change—Systems at 
Uniroyal administrative center adjust easil 
in flexible landscaped interior (Office of the 
Year—Mar., p. 27). 

Corporate Giant Gears for E Emergencies, A 
—Disaster program that provides employee 
protection and continuation of services; by 
Joan Zaffarano, managing editor (Apr., p. *20). 

Focal Point For Administration—GTE's 
elaborate a network (Office of 
the Year—June, p. 

Keeping Blight | i Open Office—Four 

ways to keep appearances from going down- 
hill; by Al Schumann, architectural engineer, 
IRS Southwest Regional Office (Oct., p. 26). 

New Concepts For the Open Office—The 
sound level problem finds some relief, and 
new work configurations offer flexible poten- 
tial; by Dwayne Meisner, assistant editor 
(Mar., p. 22). 

Of Offices and Energy and Our Annual 
Awards—The “Offices of “se Year” for 1973 
are endowed with administrative systems and 
strategies of design that enable them to flex 
ee requirements (Editorial—Feb., 
Pp. A 
"Offices of the Year’ for 1973—A/M’s an- 
nual selection: First Award winner, Standard 
Oil Co. International Headquarters, Chicago 
(Feb., p. 25); Award of Merit winner, 
Uniroyal Inc., Middlebury, Conn. 
27); Honorable Mention winners, General 
Telephone & Electronics Corp., Stamford, 
Conn, (June, p, 29), State Farm Mutual Auto- 
mobile Insurance Co., Bloomington, Ill. (Apr., 
p. 25) and First Paes Bank of Phoenix, 
Phoenix (May, p. 25). 

Space Planner Looks at the Energy Crisis— 
Some sores: by Hugh M. Keiser, presi- 
dent, H. M. Keiser Associates (Feb., p. 30). 

Streamlined Administrative Headquarters 
Wins First Award—Standard Oil’s record- 
keeping systems are among the most advanced 
and efficient in the world (Office of the Year 
—Feb, p. 24). 

When a Company > Smaller, Open none 
scaping Helps Keep Up the Ima 
landscaped work station design’s rie 
aids in reducing work space without loss of 
face; by Anna M. Halpin, AIA, architect, 
manager, classification policy, Sweet’s Divi- 
sion, hea ogg Information Systems 


( ncte—Jan, a Bin’ 
here Mobility Wes Built to Last—Super- 

modular Panam and movable ——— sys- 
tem provide for change at State Farm (Of- 
fice of the Year—Apr., p. 25). 

Whole Office Catalog—Energy saving ideas 
from companies here and abroad; by Dwayne 
Meisner, assistant editor (Feb., p. 29). 


Office Equipment 
Machine, Supplies, Furniture 


See also Data Processing Office Environment, 
‘ystems Improvement, Telecommunications 
Word Processing) 


Calculators: gow | Pocketables Arrive in 
Strength—Thermal technology lowers price tag 
for new units; by Joan Zaffarano, managing 
pe hg ‘of Administration; Calculators 
— p. 41). 

Changing Computer Equipment?—A _ used 
—_—" —_ ‘a your best bet (EDPerspective 
—Nov 
upeter Output Microfilm—It deserves 
another look (EDPerspective—Apr., p. 14). 

Computers And Microfilm: An Accounts 
Payable Powerhouse—Right information at 
the right time marks COM ‘connection’; by 
George C. Steinbach, a Paper- 
work Systems Inc, (Apr., p P. 

Copiers '75—The Push Is - for Cost Con- 
wake aaens equipment review featuring pull- 
out spec chart, by os E. Hanson (Tools 
of Administration—Dec. -» D. 32). 

Detecting Lies by Voice—New kind of voice 
analyzer (A/Memo—Sept., p. 9). 

Dictation Systems Bring "New Benefits—Equip- 
ment is evolving and specializing; by Rick 
Minicucci and Pamela Mahlke, assistant editor 
and word processing consultant (Tools of 
iano Dictating Systems—Mar., p. 


Disposable Office Machines—Fast moving 
technology renders a machines worthless 
(A/Memo—Nov., p. 10). 

Electronic Calculators—Could be less a 4 
consuming than mechanicals; by Theo L, Fox, 
president, Unicom Systems (Quote—Mar., Pp. 


Higher Speeds Reduce the Cost of Fax— 
Some graphic tel tions machines 
can now transmit a business letter in under 
one minute; includes ‘Widely Used Fax 
Terms”; by Richard E. Hanson, founder, 
Richard E, Hanson & Assoc. (Aug., p. 24). 

gor, The Mechanical Mailboy—Self-pro- 
pelled ‘“‘mailbus” makes the rounds in the 
Sears Tower in Chicago (A/Memo—Oct., p. 7). 

in-Plant Repro—The duplicating processes 
are in a state of transition today; includes 
“Offset Presses Increase Automate” and 
“Photocomposition Moves In-House”; by 
Paul D. Doebler, consultant (Tools of Ad 
ministration, In-Plant Repro—Apr., p. 26). 

Intercoms: Key Components In Today's Wired 

ice—Communications needs make _ units 
more adaptable; includes “Background Music: 
Productive or Pointless?” (Tools of Ad- 
— Intercoms and Paging—Jan., 
Pp. 

Large Businesses Dispatch Over 200 Letters 
a@ Day With New Electronic Mail System—On- 
line computer system that eliminates paper 
work in letter writing (Systems in Action— 
Aug., p. 81). 

Minicomputers Give Contrel To People Who 

The Work—Where large central processors 
are shared, the people who want the work 
done are not the people who are operating 
the computer system; by Frank Wagner, vice- 
ee Informatics Inc. (Quote—Apr., p. 

v. 


"Modest' Computer Controls Inventory— 
EDP summary tells what’s selling and where; 
by Pat King, consultant and teacher of busi- 
ness communications (Systems of the Month; 
“ed Central Batch Processing—Jan., p. 


More Computer Functions In New Account- 
ing Systems—The distributed network ap- 
proach (Tools of Administration, Accounting 
Systems—June, p. 30). 

Newest Features in Filing Supplies, The— 
Computer-generated color coding and one- 
piece folder construction are among new fea- 
tures; by Dwayne Meisner, assistant editor 
(Jan., p. 42). 

Office Equipment News—Monthly new prod- 
ucts section: (Jan., p. 65); (Feb., p. 61); 
(Mar., p. 63); (Apr., p. 71); (May, p. 71); 
(June, p. 71); (July, p. 71); (Aug., p. 71); 
(Sept., p. 85). (Oct., p. 88); (Nov., p. 73). 

Pocket Calculator—In use at timber auc- 
tions gives competitive edge during bidding 
(Systems in Action—Mar., p. 74) 

Printing Calculators: A Better Pack 
New models are geared to specific applications 
and are priced right; by Rick Minicucci, as- 
sistant editor (Sept., p. 60). 

Rather Try Than Buy? You Can Do It With 
. . « Leasing—It can stretch capital and min- 
imize risks of business expansion; by Rick 
Minicucci, assistant editor (June, p. 26). 

Retrieval, Reading, and ‘Rithmetic: The 
‘Three Rs’ of Modern Microfilm—Technology 
takes a turn for the better; by Joan Zaf- 
farano, managing editor (Tools of Adminis- 
tration, Microfilm—Aug., p. 37). 

Taking Stock: A Guide To Business Papers— 
Ream, grade, weight, finish are all aes 
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be 


by Dwayne Meisner, assistant editor (Tools 
= Administration; Business Papers—Nov., 


p. 64). 

Terminals Replace Insurance Files—EDP 
simplifies access and expedites the claims sys- 
tem at Liberty Mutual; by Pat King, con- 
sultant and teacher of business communica- 
tions (System of ~ Month, CRT Terminal! 
Approach—July, p. 50). 

With Microfilm, Three Clerks Do the Job 
ef Four—Despite 40 percent increase in trans- 
actions (Systems in Action—July, p. 54). 

With COM sudde 


editor (Microfilm Fined ae og Pp. on 
Writing Instruments Field—Office equip- 
ment area that is having a boom time; The 
Writing Instrument ee ihssori- 
ation ts why (A/Memo—June 85). 
.S. Office Machine ledustry 's Bullish On 
The World—New orders up 25 percent over 
+ (Editorial—Mar., p. 19). 


Personnel 


Absence Policy—Does employee get paid for 
absence due to “depressive a (Per- 
sonnel Problem Clinic—Nov., p. 

Acupuncture creed ly certain 
conditions, some insurance firms will pay for 
them (Personnel Problem Clinic—Mar., p. 8). 

All-American Transport's Quarter Million 
Training Program—Administrative talent comes 
from within as managers do it themselves; by 
Lloyd Taplett, director of personnel, ‘All- 
American Transport Inc. (July, p. 20). 

Assessment Centers—Help pinpoint em- 
ployees with —. potential (Personnel 
Problem Clinic—Sept., 9. 

Bennet-Gelink Test_It's legal for banks to 
administer it to job — Posse 
Problem Clinic—Oct., p. 92). 

Business and the Pound—Firms focus sym- 
pathetic attention on problems of overweight 
employees (A/Memo—Sept., p. 

teria Approach to Employee Benefits, 
The—Allowing workers to select from a list 
of programs that best suits their a as 
individuals is a new idea gaining management 
acceptance; by Thomas E. Wahrobe, corporate 
director of compensation and benefits, Curtiss- 
Wright Corp. (Dec., p. 48) 

Car Pools—How companies can promote 
workers to use — (Personnel Problem 
Clinic—Sept., p. 94). 

Changing World of Work, and the Climate 
Inside, The—Main problem ‘for administrative 
managers is paged (editorial-—Jan., P. 17). 

Compen: 
ment mel Association study (A/ 
Memo—Oct., p. 7). 

Compensation Techniques Evolve—Corpora- 
tions increase use of ‘“‘performance shares” 
_ —— cash” awards (A/Memo— 

et... 

Dick Rooney's Day: Developing People—and 
stineeld—Fercoomal director at medical firm 
has evolved into a management generalist 
(Mar., p. 80). 

Discrimination Laws—Is it discrimination 
against white applicants when companies 
must hire a certain percentage of minority 
employees? (Personnel Problem Clinic—Nov., 


p. 82) 

ing Older Mean Becoming Obso- 
lete?—Not for" those with twin-peaked careers; 
by H.G. Kaufman, Polytechnic Institute of 
New York (Quote—July, p. 78). 

Domino Theory of Employee Theft, The— 
Basic conditions for theft, and stopping the 
chain reaction; by Charles F. Hemphill, Jr., 
senior consultant, Wackenhut Loss Prevention 
Division (ex. re D 25). 

D the Office—Employees who use 
them Re sell ha ones working hours 


creasing (A/Memo—Oct., 

ployee Coffee Ma kers?—Pros and cons 
of employees brewing their own when dis- 
satisfied with commercial cart service (Per- 
sonnel Problem Clinic—Jan., p. 10). 

Employee Insurance Through Company Pay- 
roll—Can have mixed results (Personnel Prob- 
lem Clinic—June, p. 10). 

Employee Thefts Show No Let-Up, At $3- 
Billion a Year—Burns International Security 
Services data note greatest dishonesty is among 
— and supervisors (Editorial—Jan., p. 

Federal Wage Hour Law—Money an em- 
ployee owes the company may not be deducted 
from his pay (Personnel Problem Clinic— 


Oct., p. 92). 

High Fashion Takes a Tumble—Many First 
National City Bank employees injured in slips 
and falls blame high heeled shoes with plat- 
form soles (A/Memo—Feb., p. 75). 

High Schoo Diploma—Company may have 
to justify this as a requirement for — 
ment (Personnel Problem Clinic—Nov., p. 82). 

How yee Turnover— 
Termination questionnaires can help; by Ron- 
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on. Webber, management consultant (Sept., 


How Employee-Oriented Firms the 
Future—They can get real dividends | _ mak- 
ing ma ible; by Chip U’ Ren, 
personnel director, Valley National Bank 
(AMS Report—Feb., p. 51). 

How To Get Around the Wage and Hour 

ally—Cost-conscious managers can 
use these payment methods; by Lipman G, 
Feld (Dec., p. 56). 

"instilling Apprehension Delicately'—Prac- 
tical ways of motivating; by John T. Atella, 
Harrisburg Area Community College and presi- 
dent, Harrisburg AMS Chapter (Apr., p. 56). 

"Job Equality’ Traces Uneven Pattern—Inte- 
gration is far from accomplished in the of- 
fice, but business can point to some solid 
signs of progress (Jan., p. 22). 

Job Holders—Majority would like to stay 
where they are (Editorial—June, p. 19). 

Job Relocation—Black executives are not 
as mobile as white peers (A/Memo—Aug., 


p. 93). 

Job Satisfaction Means More Than an End 
Result—We must still have some regard for 
what our output is; by Robert J. Waller, 
associate professor of management, University 
of Northern Iowa (Quote—Feb., p. 

Job Specifications—Decreasing with the 
higher demand for secretaries (A/Memo— 
Nov., p. 10). 

Legal Service for Employees—The concept 
as a standard benefit is coming (Personnel 
Problem Clinic—Nov., p. 

Long-Term Employees—How to dismiss them 
when they can no rer, perform (Person- 
nel Problem Clinic—Feb., 

Maintenance Workers It it ‘unlawful to 
pay the men more than the women if they 
do different kinds of work? (Personnel Prob- 
lem Clinic—July, p. 8). 

Male Workers Claim Discrimination—Of 
those employees who work overtime, only 
females are paid taxi fares home (Personnel 
Problem Clinic—July, p. 8). 

Managers: More Movement at the Top— 
Shortages of office supples and resources will 

offset somewhat by a ready supply of 
qualified manpower. And then there’s the in- 
crease in technological potential (Jan., p. 24). 

Mechanization of Emily, The—Secretaries too 
easily become cogs in the machinery of word 
processing, asserts an industrial psychologist; 
a sizzling putdown of word processing; by 
William N. Penzer, president, W.N. Penzer 
Associates and its division, Morale Inc, (Jan., 


p. 52). 

Medical Certificates—The only acceptable 
 . ae a (Personnel Problem Clinic— 
une, p. 

Middie-Level Executives Are Under Most 
Psychological Stress—About 15 percent of the 
workforce in most companies needs psychiat- 
= help, " Dr. Frank Hartman (A/Memo, 

an., p. 

Military Service—How long an employee 
can voluntarily stay in the armed services 
and still return to ~ same job (Personnel 
Problem Clinic—Oct., 92). 

Minority Action Graniiies—~ Has pros and 
cons (Personnel Problem Clinic—-Feb> p. 14). 

National Labor Relations Board—More elec- 
tions were held among white collar workers 
in 1973 than any other year (A/Memo— 
July, p. 77). 

New Economics of Temporary Personnel, 
The—Cutting the cost of permanent help; by 
_ Meisner, assistant editor (May, Pp. 


Oral Promises to Employees—Court of Civil 
sage of Texas rules that companies must 
make good on them (A/Memo—June, p. 85). 

Personal Phone Call Snag—Readers respond 
(Personnel Problem Clinic—Aug., p. 10). 

Personnel Problem Clinic—Monthly Q/A 
column by Paul A. King. Topics include: pros 
and cons of employee coffee makers; phantom 
a option plans; unpaid “holidays” (Jan., 


. . Minority action committee; hanky 
panky on the staff; dismissing longterm em- 
ployees (Feb., p. 14). 

Insurance companies and acupuncture 
treatments ; dismissed employees and claims 
against the company; what to do when you 
want a record of customer calls on a holiday 
(Mar., p. 8). 

- Job discrimination because of sex; 
telephone costs; pre-employment tests (Apr., 
Pp. 

. . - Should companies montior their busi- 
ness lines?; company dress code and sex 
discrimination (May, p. 12), 

. . . Administering insurance through com. 
pany payroll; mistaken advice about hos- 
pitalization insurance ; medical certificates as 
proof of illness; female employee charges sex 
discrimination and personal injuries; sheets 
of rules (June, p. 10). 

- - . Equal pay for different work?; preg- 
nant women and insurance benefits; keeping 
posted on rulings of agency created by Con- 
sumer Products Safety Act; male workers 
claim eecieion (July, p. 8). 

The personal phone call snag: readers 
respond (Aug., p. 10). 


. « Assessment centers; junk mail; car 

pools. employee ~<a odor problem ; poor ped 
anes (Sept., p. 94). 

. ie Management-by-Objectives program; 
voluntary military service ; eo ae 
tests; Federal Wage Hour Law (Oct., p. 92). 

Absence policy; discrimination against 
white "applicants ; legal service for employees ; 
hi school diplomas as job requirements 
saat p. 82). 

. . Physical examinations; promising 
raises to job applicants; calling in sick before 
switchboard opens; Fourth ones and 
safety inspections (Dec., p. 99). 

Phantom Stock Option Plan—-How it works 
(Personnel Problem Clinic, Jan., p. 10). 

Poor Attendance—What to “4 about it 
(Personnel Problem Clinic—Sept., 94). 

Pre-employment Tests—Are they melee under 
the a gs laws? (Personnel Problem 
Clinic—Apr., p. 

Pregnancy Benefits U.S. District Court for 
Eastern Virginia rules company guilty of sex- 
discrimination (A/Memo—Sept., p. 

Private Pension Plans—Today cover 38 mil- 
lion people (A/Memo—Mar., p. 

Promotion From Without—One out of every 
three presidents of major companies today 
has been recruited from — a corporate 
organization (A/Memo—Nov., p. 

Questions You Dare Not Ask sob “Applicants, 
15—Or if you do, be prepared to justify your 
action; by Lipman C. Feld, attorney-at-law 
(June, p. 

Sex Discrimination—Female employee claims 
such personal injuries as nervousness and 
stomach ulcers (Personnel Problem Clinic— 
June, p. 10). 

Sex Discrimination—It’s not always the 
reason when a male replacement gets a higher 
— (Personnel Problem Clinic—Apr., p. 


Sickness and Accident 'nsurance—Are preg- 
nant women entitled to the same benefits as 
men? (Personnel Problem Clinic—July, p. 8). 

Suddenly, Women Are In a Hurry—Many 
more become job activists and join in the 
pick and shovel work; by Joan Zaffarano, 
managing editor (Jan., p. 20). 

Take the Holiday Off—Without Pay?— 
Can you give employees the day before 
Christmas or the day after Thanksgiving 
off without pay, or pay them but expect them 
to work an extra day? (Personnel Problem 
Clinic—Jan., p. 10). 

Turnover Figures—Some statistics from the 
oe. Department of Labor (A/Memo—Nov., 
p. 9). 


What Business Wants From Beqinners—Study 
of job patterns for beginning office employees ; 
by Sister M. Anne Renee, Blessed Sacrament 
Academy (AMS Report—May, p. 55). 

What Your Employees’ Non-Verbal Cues Are 
Telling You—Ability to size up non-verbal 
situations can provide managerial growth; by 
Dr. D. M. Ehat, president, and Dr. M. Schnap- 
per, associate, both with Organizational De- 
velopment Assoc. (Aug., p. 64). 

Why Bob Isberner is Sold on Central Pur- 
chasing—Better prices and more attractive 
vendor services; by Joan Zaffarano, managing 
editor (Dec., p. 20) 

Why 4,000 People Were Fired—It might be 
that they lost their jobs because of the in- 
ability of the person who hired them to 
correctly evaluate their work potential; by 
Keith Frost, vice president, Midwest Federal 
Savings and Loan Association (Feb., p. 54). 

Why People Left Their Jobs in '73—Post- 
termination interview an effective method of 
obtaining this information; by David C, 
Dailey, vice-president, National Travelers Life 
Co. (AMS Report—Aug., p. 63). 

Will ‘Permanent Employees’ Someday Be- 
come ‘Independent Contractors'?—Career de- 
velopment becoming an antiquated concept; 
by William Olsten, chairman, Olsten Tem- 
porary Services (Quote—Oct., p. 98) 

Youth Looks At Business—From the Inside— 
Beginning of a 4-part report on “people chal- 
lenges” managers will face ; by Dale Tarnowie- 
ski, writer and former senior research asso- 
—s _ American Management Assn, (Jan., 
Pp. 


Self-Management 


How to Be a More Effective Manager— 
Standards dealing with growth and innovation 
can help you decide how well you’re doing; 
by W. J. Reddin, president, Managerial Ef- 
fectiveness (AMS Report—Jan., p. 47). 

How To Motivate Others—Start by motivat- 
ing yourself; by Jack C. Staehle, treasurer, 
AMS Chicago Chapter (May, p. 57) 

Managers: More Involvement at the Top— 
Shortage of office supplies and resources will 
be offset somewhat by a ready supply of 
qualified manpower. And then there’s the in- 
= in technological potential (Jan., p. 
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"Natural Born Leader’ That's in You, Un- 
derstanding the—Authors place ‘dominance’ 
styles against an historic framework from 
autocrat to humanist; by Lawrence L. Stein- 
metz, porns, eorpt orn of o_o with 
Maj. David F. Hunt (Oct., p. > 

What Managers Can Do To Break the EDP 
Barrier—Lack of top management involve- 
ment in a computer system is a problem for 
many companies; by Clifford Elliott, Ph.D., 
associate professor, Florida State University 


., Pp. 50). 
Will ‘Permanent Employees’ Someday Be- 
come "Independent Contractors'?—Career de- 
velopment becoming an antiquated concept; 
by William Olsten, chairman, Olsten Tem- 
porary Services (Quote—Oct., p. 98). 


Systems Improvement 
Copying and Duplicating 


In-Plant Repro—The duplicating processes 
are in a state of transition today; includes 
“Offset Presses Increase Automate” and 
“Photocomposition Moves In-House”; by 
Paul D. Doebler, consultant (Tools of Ad- 
‘ministration, {n-Plant Repro—Apr., p. 26). 

Non-Copyable Documents—Xerox Corp. de- 
velops a technique to prevent photocopying 
(A/Memo—Oct., p. 8). 


Mail-Handling Systems 


How to Protect Your Mailroom from Theft 
—Material adapted from Being Safe and The 
Handbook of Business and Industrial Security 
and Protection; By Mel Mandell (Oct., p. 44). 

Igor, The Mechanical Mailboy—Self-pro- 
pelled “mailbus” makes the rounds in the 
Sears Tower in Chicago (A/Memo—Oct., p. 


7). 

Ins and Outs of the Company Mail, The— 
An effective mailing system must be planned, 
then equipment selected to fit in with it; by 
Dwayne Meisner, assistant editor (Tools of 
Administration ; Mailing Systems—Oct., p. 40). 

Large Businesses Dispatch Over 200 Letters 
a Day With New Electronic Mail System— 
On-line computer system that eliminates paper 
work in letter writing (Systems in Action— 
Aug., p. 81). 

Mail Orders Go Scientific—But they still 
project a friendly, personal flavor to customers 
and prospects (System of the Month; Key- 
to-Disk Approach—Apr., p. 46). 

Postage—A simple way to cut down costs 
(A/Memo—Aug., p. 93). 

Postal Bills—Over two-thirds of office paper- 
work ends up in the mailroom, according to 
Pitney Bowes (A/Memo—Apr., p. 85). 

Un-Post Office Approach, The—Managers 
take a look at alternate means of delivering 
the mail as postal rates go up again; by 
Joan Zaffarano, managing editor (Mar., p. 


20). 

Wiring The Written Word—Special mes- 
sage services often as effective as the phone; 
by Frank K. Griesinger, contributing editor 
(Sept., p. 24). 


Recordkeeping 


Effective Forms Control: A Conversation 
With Jesse Clark—The noted recordkeeping 
systems consultant talks to A/M about staffing 
and advantages of in-house printing (Jan., p. 


tiow a Large Chicago Law Firm Saves 
Money and Gets Faster Access Time For Its 
Inactive Files—Company introduces new sys- 
tem (Systems in Action—Oct., p. 68). 

"Modest' Computer Controls Inventory— 
EDP summary tells what’s selling and where; 
by Pat King, consultant and teacher of busi- 
ness communications (System of the Month; 
Simple Central Batch Processing—Jan., p. 37). 

Newest Features in Filing Supplies, 
Computer-generated color coding and one- 
piece folder construction are among new 
features; by Dwayne Meisner, assistant editor 
(Jan., p. 42). é 

Pulling Ahead in The Paper Chase—Filing 
system advances and refinements (Tools of 
Administration ; Record-Keeping—Sept., p. 36). 

Terminals Replace Insurance Files—EDP 
simplifies access and expedites the claims 
system at Liberty Mutual; by Pat King, con- 
sultant and teacher of business communica- 
tions (System of the Month, CRT Terminal 
Approach—July, p. 50). 


Systems Improvement—Other 


Business Use of Neutral, ‘Scientific’ Lan- 
guage Would Improve Communication—lIts pur- 
pose is to replace human biases with facts; 
by Lothar A. Kreck, associate professor bus. 
am. ~— State University (Quote 
—Apr., P. . 
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Computer Output Microfilm—It deserves 

another look (EDPerspective—Apr., p. 14). 

mputers And Microfilm: An Accounts 
Payable Powerhouse—Right information at 
the right time marks COM ‘connection’; by 
George C. Steinbach, vice-president, Paper- 
work Systems Inc. (Apr., p. 22). 

How a Large Chicago Law Firm Saves 
Money and Gets Faster Access Time For Its 
Inactive Files—Company introduces new sys- 
tem (Systems in Action—Oct., p. 68). 

How Jerrold  E'ectronics Controls Projects 
by Comput DP ma t reports en- 
able administrators to compare progress to 
dollars spent; by Norman H. Wright, Jr. 
engineering staff administrator, Jerrold 
Electronics (System of the Month; Manage- 
ment Information Systems Approach—(Oct., 


p. 64). 

Joint Accounting Program Meets Small Busi- 
ness Needs—NOPA service aids office product 
dealers around the country; by Pat King, 
consultant and teacher of business communi- 
cations (System of the Month; Punched Paper 
Tape Input—Mar., p. 76). 

Minicomputers Give Control To People Who 


Do The Work—Where large central processors ~ 


are shared, the people who wart the work 
done are not the people who are operating 
the computer system; by Frank Wagner, vice- 
| amee Informatics Inc. (Quote—Apr., p. 


Newest Features in Filing Supplies, The— 
Computer-generated color coding and one- 
piece folder construction are among new fea- 
tures; by Dwayne Meisner, assistant editor 
(Jan.. p. 42). 

PABX's Ease Administrative Chores of Cost 
Control—Systems are being put to use for 
Message accounting and in many other new 
wavs; by Joan Zaffarano, managing editor 
(Tools of Administration, PABX Systems— 
Julv, p. 36). 

Remote Computer Network—Saves_ three 
hours daily accessing files, processing data, 
and printing forms (Systems in Action— 
Sevt., p. 50). 

Scanning Speeds Airline Service—System 
produces and prices tickets while capturing 
data for revenue accounting; by Pat King, 
consultant and teacher of business commu- 
nications (System of the Month, Optical 
Character Recognition Approach—Aug., p. 


74). 

Systems, Not Technoloay, Has the Informa- 
tion Processing Edge Now—Importance of 
evolving a good system; by William S. Ander- 
_ president, NCR Corp. (Quote—May, p. 


Why Not Test Out Clerical Changes Via 
Comouter?—A powerful, dollar saving tool; 
bv Charles J. Cromer, data specialist, Martin 
Marietta Aerospace (Quote—Aug., p. 94). 

With Microfilm, Three Clerks Do the Job 
of Four—Despite 40 percent increase in trans- 
actions (Systems in Action—July, p. 54). 


Telecommunications 


Computer Logs Phone Calls—But still keeps 
trunks in service at all times (June, p. 64). 

*Confravision'—How to meet it (A/Memo— 
a a Calling Locally at Lo 

reign’ Exchange: Calling Locally at 

Distance—An FX line can reduce costs an 
also serve as a valuable marketing tool; by 
— K. Griesinger, contributing editor (Mar., 
Pp. ° 

Higher Speeds Reduce the Cost of Fax— 
Some graphic tel nications hi 
can now transmit a business letter in under 
one minute; includes “Widely Used Fax 
Terms”; by Richard E. 


How the ‘Hi-Lo’ Tariff Affects Private Line 
Usage—New pricing approach lets you route 
your own dedicated circuit; more alternatives 
and much more groundwork; by Frank K. 
Griesinger, contributing editor (Nov., p. 38). 

Knowing Where to Draw the Tie Line—In- 
cludes : interstate lines, intrastate lines, types 
of lines, combining facilities, conditioning 
circuits, reducing toll calls, and measuring 
traffic; by Frank Griesinger, president, 
Frank K. Griesinger & Associates (May, p. 


6). 

Lopsided Regulation of Telecommunications 
Field—It’s hurting the end-user; by John B, 
Rison, president, Marketing Programs and 
Services Group (Quote—June, p. 86). 

Ma Bell's Claims That Rates Must Be Raised 
Just Aren't So—Loss of revenue in hardware 
equipment leases does not necessarily mean 
loss of profits as well; by Miles E. Peterson, 
head of Telecommunications Systems Design, 
Burton/Southwestern (Quote—Feb., p. 78). 

PABX's Ease Administrative Chores of Cost 
Control—Systems are being put to use for 
message accounting and in many other new 
ways; by Joan Zaffarano, managing editor 
Lh , . Administration, PABX Systems— 
uly, p. 3 

Wiring The Written Word—Special message 
services often as effective as the phone; by 
~— K. Griesinger, contributing editor (Sept., 
p. ® 


Word Processing 


Another Heavyweight in the Ring at Xerox 
Unveils WP Product—New Xerox challenge 
(Editorial—Nov., p. 23). 

Automated Typing Systems—Give managers 
a wider range of choice than ever before 
(Tools of Administration, Automated Typing— 
May, p. 32). 

Building a Paraprofessional Structure into 

P—What can be achieved once management 
makes the commitment (Sept., p. 66). 

Center Manager: A Make It or Break It 
Factor, The—It is important to management 
bee the center function efficiently and effec- 
ively. 

Change in Attitude Toward WP/AS—Long- 


Contemplating o Conversion to WP 
Plan it carefully in advance (Word Processng 
—Oct., p. 97). 

Dictation Systems Bring New Benefits— 
Equipment is evolving and specializing; by 

ick Minicucci and Pamela Mahlke, assistant 
editor and word processing consultant (Tools 
of Administration; Dictating Systems—Mar., 


p. a 

Editing Typewriters—Record and edit ma- 
terial directly for in-house typesetter/computer 
(Systems in Action—Mar., p. 74). 

Five Ways to Organize Administrative Sup- 
port—When secretaries become word process. 
ing professionals, what happens to the duties 
that don’t involve typing? (May, p. 22). 

Four Alternatives Allow Managers to Tailor- 
Make WP/AS—Rather than vice versa (Word 
Processing—Aug., p. 16). 

How West Point Edits by Computer—Special 
attachment enables typewriter to ‘communi- 
cate’ copy (System of the Month; WP Ter- 
minal Approach—Nov., p. 62). 

IBM-Xerox Battle Will Be Fought on Grounds 
of Service and Backup—Automated text edit- 
~ sae competition (Word Processing 
—Dec., p. 5 

In-Plant Repro—The duplicating processes are 
in a state of transition today; includes “Off- 
set Presses Increase Automate” and ‘“Photo- 
composition Moves In-House”; by Paul D. 
Doebler, consultant (Tools of Administration: 
In-Plant Repro—Apr., p. 26). 

Mechanization of Emily, The—Secretaries too 
easily become cogs in the machinery of word 
processing, asserts an industrial psychologist. 
A sizzling put-down of word processing; by 
William N. Penzer, president, W. N. Penzer 
Associates and its division, Morale Inc. (Jan., 


p. . 
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